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) Th@ idemtxfir ation of vi::u materiais and their mevement zgﬂé,mp@sitwy for =afe
keeping. : i ‘

{2y Development of dispxss‘d lsts fﬁr ail file serles to pmvﬁie far tl*eir systenatic re-
timmem .

Inventories of all- mes and filing equipment to de!ermine the, volume, typt_b fung ar-
* ‘rdngement, recortd character and retention pericds for documents and the quantity,
value and eiferiwhne%i«; of use of filing equipment and sp;u,e ‘atcupled by Illes,

(4) Standardization of filmg s,stems, filing equipment and procedureg for the main?'
tenance of files, o

Xbrds Management surveys to pmmote effxcxeni ope lating to racorda. .

' (6} Recommendaﬂom fer Iabor savi:ag devxce to assist in reduciz;,, the caat of prapara-
* tion and storage q‘ record:@. :

D ,Traming courses ,u:»r Area Recurd., Oﬁ;cers axd ﬁemrd Analyats. ,

'(8') Develop.; ent of microﬁ}mmg prajects for remrds whis:h nd themse’ ves to the proc-
' ess for tm reductmn ﬁi space rrqmred fgr sturage '

{9) Advice on other matters relatmg to recerdu, including pmcedurea for th down-
grﬁdmg of ﬁecarztv clabsifmation of do'* uments. :

B. Deﬂnmuns
(1Y Retord Material

_ Records of CIA are defined to include all books, papers, snaps, photugraphs, lilms,
“réeordings or othér documentary material regardle::*; of physical forineur <haracter
istics, made or recéived by any portion of CIA in pursuance of Federal law or i con-
nection with the transaction of public business and preserved or appropriated for pres-
ervation by CIA or {ts legitimate successor as evidence of the organization, functions,
poticies, personncl decisions, procedures, financial or icgal transactions, operations
. or_other. activities or because of the informational value of data contained therein.
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{2) Nonrecord Material

Library and museum material made or acquired and preserved solely for reference or
exhibitidn purposés, extra copies of documents preserved only far convenience of ref-

erence, and stocks of publications ang of processed documents are not included within

the definition of the word “record” as used in this Regulation. “Records” and “record
-material” may be used interchapgeably. o

(3) Vital Material

Vital Materials are those specific items sa tie possession of CIA which are essential to
the Agency on z continuing dasis and which, In the event of destruction, would constitute
4 serious or irreplaceable loss, o e . - 5

C. Responsibilities ‘ , B
(1) - The Advisor for Management wiil provide palicy advj_;ce a.nd,gene/ra.{‘ guidance,

(2) The Chief. Administrative Services is respomsible for the administration of the Records
Management Program and will:

e ; %

(a) Designate offices of record at points of use to contain record copies on matters of
primary interest, ; : . :

(b)  Establish and operate a records center to provide storage for non-current, semi-
active and archival material and a repository for vital material,

#

(c) Authorize the ultimate disposition of CIA records to the National Archives,

{d) Designate a CIA Records Officer to formulate, define and review progress of the
various program phases. e : . i

(3) Each Office head will designate in writing to the Chief, Administrative Seryices an, -
Area Records Officer, preferably grade G8- 11 or higher, who will have the responsi-
bilify for maintaining an internal records program,

(4) The CIA Records Officer will serve as the CiA Archivist and as the CIA Liaison to th-
National Archives, General Services Administration, and other agencies on records
problems. : : : b T

{5) Storage maintenance and indexing of ail vital ;natarial} received at the repository will
be the responsibility of the chief of the field installation where the repository is Iogated.

-
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¥ Director ective: 14 Juiy 395;1 '

(Administration)’ Rescind : Pages 1-2 of 40-8,
1 April 1951
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MEMORANDUM FOR: Chief, RI 25X1
FROM: General Services Survey Team
SUBJECT: Survey of RI

1., Reference is made to the meeting of 9 September 1952 at whilch the
Chief, Office of General Services and the Chief, Records Integration Staff
agreed to a survey of RI by a team from General Services.

2, It is requested that the following listed General Services team
persornel be admitted to DD/P records and records systems:

25X1

3. The purposes of this survey will be to:

a. Examine the records activities of the elements of the
DD/P Complex.

b. Analyze RI procedures and methods.

¢. Investigate the potentlal of machine applications to
DD/P records.

d:. Examine the sub:jective nature of DD/P records material.

4o It would be appreciated if the Chief, RI would introduce the above
listed members of this Survey Team to the RI Branch Chiefs and Section 25X1
Supervisors and acquaint RI personnel with the objectives of this survey. :
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KEMORANDUM FOR: DD/¥P-ADMIN
BUBJECT: Records Eaﬁa:{mmt Survey of RI

1. un 9 September 1952 it was agreed that two members of the Htaeff of
the Chisf, Office of Ceneral Services would huve access to DN/Y records for
the purpese of making a Eecords Managerent survey. (Enclosures 1 and 2)

2., buring the psst two months| |of the 25X1
Office of General Servicas have spent only thirty (30) hours in aizht (8)
of the thirteen (13) 3ections of RI,

3+ it is felt that if this survey is to produce any tangible results
the survey team shouid devote more time towerds its completion and continuity
of study.

4o If the completion of this survey iz to be postponed or abandoned, RI
would appreciate & report as to the findings and recommendations, if any, of
the team,

25X1

25X1

- Chief, K3

2 Encloaures:
< = Agency Records Responsibility
Discussion, dtd 9 Sep. 1952
2 - Burvey of RI, dtd 22 Sep. 1952

Distribution:
Crig. & 1 -~ Addressee
1 - Acting Chief/FI
2 - RI
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Chief, FI ‘ 21 July 1953
Chief, feneral Services Office

Records Survey of Records Interration Staff and Western Hemisphere
Division

1. There is forwarded hercwith ten (10) coples of the
Records Survey conducted by a survey team crnsisting of [ 1

| Chief, Mecords Manarement and Distribution Branch, and
 —

, chief, Records Services Division, feneral

Services Office,

2, As you are awsre, this survey wae conducted with some
restrictions as to the examination of certain types of communicaw
tions and review of actual file material, It is not believed,
however, that these restrictions have in any way delerred the
over=sll concept of the survey with respect to an adequste
records program for the DD/P. Our recommendations are sincere
and objective, The savings are estimates only and moy increase
or decrease as cvperience indicates in accomplishing cach installa-
tion, should the recommendstions be adopted, ‘nelified representa=
tives of the Bonerzl Services Office will be availshle to discuss
the findinps snd recomrendaticrns with you or your staff at your
convenience,

3, Te assist you in an evelustion of the findings and recommen-
dations of the survey, 1t ip recommended *hat you forward coples
of the survey to each ares division and staff activity under /P
for review and comment., I believe that the resunlts weuld be
beneficial in connection with the evaluation of the survey itself
and also of valuable assistance in determining the future direc-
tion of the records program and the requirements of the various
nn/P activities,

L. I want to express my personal cratitude for the splendid
cooperation which you and the persenrel of the Vestern Hemisphere
Divisicn gave in aesisting us in “he completion of this survey.
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